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Guide Summary

To meet 508 compliance requirements, the Leases User Guide is divided into 2 documents,
which contains the following sectionBhis is Document 2.
Document 1

f Section 1: General

f Section 21 ease Profile Overview

1 Section 3Lease ExceptionScerarios

Document 2
1 Section 4:Seach, View, or Query Forms and Documents
f Section5: Vendor and PaymentsQueries
1 Section 6:Appendx A - LeaseProfile Field Descriptions
1 Section 7:Appendx B - LeaseAccounting Management DocumenfTypes
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4  Search, View, or Query Commitment, Paymentand Accrual Documernts

4.1 HowDol View A Document Outside Of Lease Profile?

The Pegasys View Form option dlowsusersto view hdd or rejeded Commitment, Accrual, or
Payment foms, butprohibits the user from making charges. Whenviewingalog, dl fieldsare
protected. The fdlowingstepsdescribe fow to viewa canmitment or acoual document.

41.1

How Do | ViewA Commitment Or Accrual Document Outside Of L ease Rofile?

The foll owingsteps desaibe howto viewa Commitment or Accrual documert.

1.

Select Transections - Purchasing - View from the menu lar.
The View pagewil | bedisplayed. The Document Status checkbox wil | defaut to Held.

Figure 1: View Page- For a Commitment Outside a Lease Profile
View

Subsystem | Purchasing v Document Status
Document Type pxd w Processe d Rejected
Document Number Canceled Archived

Amendment / Modification Scheduled Pending Approval
Number

Temporary Amendment
Number

Document Category v
Accounting Period L) P

Document Date | To =]
Contracting Officer Login ID 77

Code w v TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account v

AAC/DODAAC b

2. Checkthe dcesireddocument datus dhreckbox(es) from the Document Status group box.

3. Entera document type in the Document Type field.

USDA

NOTE: You may searchor the Document Type by selecing the Document Type field
label. The Search- Document Type page will be displayed. Enter Search criteriaand
selectthe Search buton. The Searchresuts aredisplayed.To sdect a Document Type,
selecthe caresporting Selectbuton.

Enter the docunent number of the formor document inthe Document Number field.
If the dbcument number isunknown, pleasereferto Section4.1.3

SelectSearch button.

Resuts will be displayedat the lottom of the saeen.

Select the form/document and selecthe View button.
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6. The Header pageof the seleded form/document will be dsplayed.All fieldswill be

protected.

4.1.2 HowDol ViewA Payment Document Outside Of Lease Profile?

The foll owing steps desaibe howto viewa Payment docurert.

1. Sdlect Transactions - Accounts Payable - View from the menu bar.

The View pagewil | bedisplayed. The Document Status checkbox wil | defaut to Held.

Figure 2: View Pagefor a Payment Document

View
Search Criteria
Subsystem Accounts Payable v Document t Status
Document Type g w Processe d
Documen t Number Canceled
Amendment / Modification Scheduled
Number
Held
Temporary Amendment
Number
Document Category v User D
Accounting Period i |To w Security Org
Document Date £ To [m] Rl
Contracting Officer Login ID
Vend:
Code ¥ o TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account
AAC/DODAAC hod

Rejected
Archived

Pending Approval

2. Checkthe desireddocument datus cdheckbox(es) from the Document Status group box.

3. Entera document type in the Document Type field.

NOTE: You may searchHor the Document Type by selectingthe Document Type field

label. The Search- Document Type page wil | be displayed. Enter Search criteriaand
selectthe Search buton. Search reallts are displayed.To selecta Document Type,

selecthe ®rrespnding Selectbutton.

4. Enter the docunent number of the formor document inthe Document Number field.

If the document number isunknown, pleasereferto Section 4.1.4for procedures on how

to seach for aform.
5. Selecthe Search button.

Resuts will bedisplayedat the lottom of the saeen.
6. Select the form/document and selecthe View button.

The Header pageof the seleded formydocument will be dsplayed.All fieldswill be

protected.
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4.1.3 HowDol Seach For A Commitment Or Accrual Form?

1. Select Transections - Purchasing - View fromthe menu lar.
The View pagewil | bedisplayed. The Document Status checkbox will defaut to Held.

Figure 3: View Pagefor a Commitment or Accrual Form

View
Search Criteria
Subsystem Purchasing Document Status
Document Type g Processed Rejected
Document Number Canceled Archived
Amendment / Modification Scheduled Pending Approval

Number

Held
Temporary Amendment
Number

Us
Document Category UserID
Accounting Period 1 |To Security Org w
Document Date O\ To [m) Title
Contracting Officer Login ID 7
Vendor
Code w w TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account w
AAC/DODAAC xd

2. Enter a document type inthe Document Type field.

NOTE: Youmay searcHor the Document Type by selecing the Document Type field
label. The Search- Document Type page will be displayed. Enter Search criteriaand
selecthe Search buiton. The Searchresuts aredisplayed.To sdecta Document Type,
selecthe caresporting Selectbuton.

a. If you do notknow the document number, proeedto Step4.

b. If you know the docment number, eter it in the Document Number field and
proceedto Step?7.

3. Inthe Search Criteria group box,enter one ormore of the fdlowingsearchcriteria
a. Document Category

Document Number

UserID (userlogin ID)

From Date

To Date

From Accourting Period

To Accouting Period

Amendrent Number

Vender Code

T@ "~ o 2o 0T
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J-  Verdor Address Code

For exanple, userJohnDoe warts to initiate aseachfor dl Docurerts aeaedwith his
userlD for the morth of Februay. The sarchcriteriawould be enered this way, USER
ID =johndbe, From Date =02/01/01, To Date =02/28/01.

4. If addtional searchcriteriaareneeckd, selecthe plus Sgn to expandthe Add6 Criteria
group box. If no adlitioral seach ciiteriais needed,go to Step?7.

5. Enter oneor more ofthe followingadditioral seachcriteria
a. Amount From
Amount To
OperiClosed
Alternate PayeeCode
Alternate Payee Address Code
Dedgnaed Agent Code
Desgnated Agent AddressCode
h. Any accouting dimenson
6. Selecthe Search button.
Resuts will bedisplayedat the kottom of the saeen.
7. Select the form andselecthe View button.
The Heacder pageof the seleded form will be dsgayed. All fieldswil | be proteded.

~ 0o 20T

©

4.1.4 How Dol Seach For A Payment Form?

1. Select Transactions - Accounts Payable - View from the menu bar.
The Viewpagewil | bedisplayad. The Document Status checkbox will defaut to Held.
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Figure 4: View Pagefor a Payment Form

View
Search Criteria
Subsystem Acceunts Payable v Document t Status
Document Type b 4 Processed Rejected
Documen t Number Canceled Archived
Amendment / Madification Scheduled Pending Approval

Number

Held
Temporary Amendment
Number

Us
Document Category ~ UserID ks
Accounting Period 7| To Exd Security Org w
Document Date 8 |To ] Title
Contracting Officer Login ID w
Vend:
Code 1 b3 TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account hd
AAC/DODAAC 7

2. Enter a document type inthe Document Type field.

NOTE: Youmay searchor the Document Type by selectng the Document Type field
label. The Search- Document Type page wil | be displayed. Enter Search criteriaand
selectthe Search buton. The Searchresuts aredisplayed.To sdect a Document Type,
selecthe corresporting Selectbuton.

a. If you do notknow the document number, proeedto Step4.

b. If you know the docment number, etter itinthe Document Number fieldand
proceedto Step?.

3. Inthe Search Criteria group box,enter one ormore of the fdlowingsearchcriteria:
a. Category
b. Number
c. UserlID (userlogin ID)
d. FromDate
e. ToDate

For exanple, userJohnDoe warts to initiate aseachfor dl Documerts aeaedwith his
userID for the morth of Februay. The sarchcriteriawould be erered this way, USER
ID =johncbe, From Date =02/01/21, To Date =02/28/21.

4. |If addtional searchcriteriaareneedkd, selecthe plus dgn to expandhe Addd Criteria
group box. If no adlitional seach ciiteriaare reeded,go to Step?7.

5. Enter oneor more ofthe followingadditioral seachcriteria:
a. Amount From
b. Amount To
c. OperiClosed
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d. Alternate PayeeCode

e. Alternate PayeeAddress Code

f. Dedgnaed Agent Code

g. Dedgnaed Agent AddressCode

h. Any accouting dimenson
6. Selecthe Search button.

Resuts will bedisplayedat the lottom of the saeen.

7. Select the form and selecthe View button.

The Header pageof the seleded form will be dspayed. All fieldswill be proteded.

4.1.5 How Dol SeachFor A Commitment Or Accrual Document (ReviewStatus)?

1. Select Transections - Purchasing - Review fromthe menu bar.

The Reviewpage will be dspayed.The Document Status che&kbox will default to

Procesed.
Figure 5: Review Pagefor an Accrual in Review Satus
Review
Search Criteria
Subsystem | Purchasing v Document Status

Document Type w w Processe: d
Documen t Number Canceled
Amendment / Modification Scheduled

Number Held

Temporary Amendment
Number

Document Category v u o

Accounting Period #|To 7 Security Org

Document Date O To o i

Contracting Officer Login ID

Vend

Code v v TIN (SSN/EIN)

UEI EFT Indicator

DUNS Customer Account

AAC/DODAAC w
Clear

2. Entera document typein the Document Type field.

Rejected
Archived

Pending Approval

NOTE: Youmay searcHor the Document Type by selecing the Document Type field

label. The Search- Document Type page wil | be displayed. Enter Search criteriaand

selectthe Search buton. The Searchresuts aredisplayed.To sdect a Document Type,

selecthe correspording Selectbuton.

a. If you do notknow the document number, proeedto Step4.

b. If you know the docment number, enter it in the Document Number field and

proceedto Step?7.
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3. Inthe Search Criteria group box,enter one ormore of the fdlowingsearchcriteria:

a. Category

b. Number

c. UserlD (userlogin ID)
d. FromDate

e. ToDate

For exanple, userJohnDoe warts to initiatea seachfor all Docurerts aeaedwith his
userlD for the morth of Februay. The sarchcriteriawould be enered this way, USER

ID =johndoe, From Date =02/01/21, To Date =02/28/21.

4. If addtional searchcriteriaareneeckd, selecthe plus sgn to expandhe Addod Criteria

group box. If no adlitioral seach ciiteriaare reeded,go to Step7.
5. Enter oneor more ofthe followingadditioral seachcriteria:
a. Amount From
Amount To
OperiClosed
Alternate PayeeCode
Alternate Payee Address Code
Desgnated Agent Code
Dedgnaed Agent AddressCode
h. Any accouting dimenson
6. Selecthe Search button.
Resuts will be displayedat the lottom of the saeen.
7. Select the document andselecthe View button.

-0 20T

Q

The Heacer pageof the seleded document will be displayed. All fieldswill be protected.

4.1.6 How Dol Seach For A Payment Document (Review Status)?

1. Select Transactions - Accounts Payable - Review from the menu bar.

The Reviewpage will be dspgayed.The Document Status ched&kbox will default to

Processed
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Review

Search Criter

Amendm

Figure 6: Review Pagefor a Payment Document in Review Status

ia

Subsystem Accounts Payable v Document Status

Document Type fd 7 Processed Rejected

Document Number Canceled Archived

ent / Modification Scheduled Pending Approval

Number
Held

Temporary Amendment

Number

Document Category v User ID w
ccounting Period ¢ |To b Security Org ki
Doc t B To (m] Title
Contracting Officer Login ID w
Vendor
Code bl il TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account W
AAC/DODAAC hxd
2. Entera document type in the Document Type field.

5.

USDA

NOTE: Youmay searcHor the Document Type by selecing the Document Type field
label. The Search- Document Type page wil | be displayed. Enter Search criteriaand
selectthe Search buton. The Searchresuts aredisplayed.To sdect a Document Type,
selecthe correspording Selectbuton.

a. If you do notknow the document number, proeedto Step4.

b. If you know the docment number, eter it in the Document Number field and
proceedto Step7.

In the Document Search Criteria group box,enter one ormore ofthe foll owing search
criteria:

a. Category

b. Number

c. UserlID (userlogin ID)

d. FromDate

e. ToDate

For exanple, userJohnDoe warts to initiate aseachfor dl Documerts aeaedwith his
userID for the morth of Februay. The sarchcriteriawould be erered this way, USER
ID =johndbe, From Date =02/01/21, To Date =02/28/21.

If addtional searchcriteriaareneeded, selecthe plus dgn to expandhe Addd Criteria
group box. If no adlitional seach ciiteriaare reeded,go to Step?7.

Enter one or more ofthe followingadditional seachcriteria:
a. Amount From
b. Amount To
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OperiClosed
Alternate Payee Code
Alternate Payee Address Code
Desgnaed Agent Code
Desgnated Agent AddressCode
h. Any accouting dimenson

6. Selecthe Search button.

Resuits will be displayedat the kottom of the saeen.

@ = o a0

7. Select the document andselecthe View button.
The Header pageof the seleded form will be dspayed. All fieldswill be proteded.

4.2 HowDol SeachFor A Document Using The ReferencesButton?

Referercing is aPegasys feature that allowslease dbcumentsto belinked tagether to form a
purchagng chan. To view documents that have beerlinkedtogether selecthe References
buton. The linked docmerts arethendisplayed onthe ReferencesTreepagein agraphic

resembling atreebranch. For exanple, whenyou query a canmitment, the related payment
documerts are displayedin the refererce tree.

NOTE: Only those daumerts that have beenreferencedusng the cqy forwardfunction will be
displayed.

The foll owing steps @saibehow to query a docunent using the ReferenceQuery button. When
a daument isseleded fromthe tree,Document Type, Document Number, Document Total,
Document Cost and Document Date aredisplayed atthe ottom of the page.

4.2.1 How Dol Seach For A Commitment Or Accrual Document Using The Referernces
Button?

1. Select Transactions - Purchasing - Review fromthe menu bar.

The Reviewpage will be dspgayed.The Document Status chedkbox will default to
Procesed
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Figure 7: Review PageSearching for a @mmitment or Accrual Using The Reference

Review

USDA

Search Criteria

Subsystem | Purchasing v

Document Type
Documen t Number

Amendment / Modification
Number

Temporary Amendment
Number

Document Category
Accounting Period

Document Date

Code
UEI
DUNS

AAC/DODAAC

Button

b Rxd

Contracting Officer Login ID

TIN (SSN/EIN)

EFT Indicator

Enter a document type in the Document Ty pe field.

NOTE: Youmay searcHor the Document Type by selectng the Document Type field
label. The Search- Document Type page wil | be displayed. Enter Search criteriaand

selectthe Search buton. The Searchresuts aredisplayed.To sdect a Document Type,
selecthe correspording Selectbuton.

Enter the docunent number inthe Document Number field.

If the docment number isurknown, peasereferto Section4.1.3
Selecthe Search button.
Resuts will bedisplayedatthe lottom of the saeen.

Rejected
Archived

Pending Approval

Select the appropriate dacument reord andselecthe ReferenceQuery buiton.

The Document Reference Tree pagewill be displayed.
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Figure 8: Document Reference Tree Pagen the Search for a Commitment or Accrual

Amend
Document Doc Typ Doc Num Title Status Numbe

O Itemized Estimated Accrual Al Al20030929003 18244845 Processed

=+ Referenced

— General
Doc Typ
Doc Num

Title

6. Selecthe plussign to exand the Reference Tree.
7. Toviewaspecificdocurent inthe ctain, selecthe document number.

Whenthe docment is highlighted, the Document Type, Document Number, Document
Total, Document Cost, and Document Date fieldsaredisplayed.

8. Selecthe View button to viewthe highlighted da@ument.
The hghlighted dbcument will be genedfor review.

9. Selecthe View Line LevelDetail button to viewa ecific accounting lineonthe
seleded dbcumert.

The ViewLine Level Detail buton lists all linesincluded onthe séected cbcumert.
10. Toredisplaythe Reference Tree,selecthe OK button.

4.2.2 How Dol Seach For A Payment Document Using The ReferencesButton?

1. Select Transections - Accounts Payable - Review from the menu bar.

The Reviewpage will be dspayed.The Document Status che&kbox will default to
Procesed.
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Figure 9: Review Pagefor Payment Document Search using the References Buttons

Review

2. Entera document typein the Document Type field.

NOTE: Youmay searcHor the Document Type by selecing the Document Type field
label. The Search- Document Type page wil | be displayed. Enter Search criteriaand
selectthe Search buton. The Searchresuts aredisplayed.To sdect aDocument Type,
selecthe correspording Selectbuton.

3. Enter the docuent number inthe Document Number field.

If the dbcument number isunknown, pleasereferto Section 4.1.4for procedures onhow
to seach for a cocument.

4. Selecthe Search button.
Resuts will be displayedat the lottom of the saeen.

5. Select the appropriate dacument reord andselecthe Reference Query buton.
The Document Reference Tree pagewill be displayed.
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Figure 10: Document Reference Tree Pagen a Payment cument Search

Doc Amendment
Document Typ Doc Num Title Status Number

6. Selecthe plussign to exyand the Reference Tree.
7. Toviewaspecificdocurent inthe chain, selecthe document number.

Whenthe docwent is highlighted, the Document Type, Document Number, Document
Total, Document Cost, and Document Date fieldsaredisplayed.

8. Selecthe View button to viewthe highlighted dacumert.
The hghlighted dbcument will be @enedfor review.

9. Selecthe View Line LevelDetail button to viewa gecific accounting lineonthe
seleded dbcumert.

The ViewLine Level Detail buton lists al linesincluded onthe séected dbcumert.
10. To redisplaythe Reference Tree,selecthe OK button.

4.3 What Are The Common Err or M essagesl n Pegasys?

Pegasys providesthreelevels of waming and error messaes: Waming, Overrideable,and Hard.
All Pegasys eror messaes shre asimil ar structure. The firstline of the error messae digplays
anerror coc, followed bythe nane ofthe form or table wherethe erroroccured, including the
speificlineor field. The messae cortludeswith abrief desriptionof the aror.

Pegasys providesa selecablemessage furctiondity that erablesthe wser to selectystem
messaes reprted duing form verificaionand betakento the field onthe page thatisrelated to
that error messae.

The Error dialogbox displaysthe followingkey elemerts:

1 Error symbd - Identfiesthe type oferrorasi (warning error), ? (overridealeerror), or -
(hard error).
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9 Error cade- Disgdays a seendigit error. Thefirst two chaaders represat the sibsystem
thatissuedthe error (inthis example, theerror occuredin the General Systems
sulsystem). The last chaader designatesthe severity (e.g.,W - warnng, E - hard error).

Window title - Identfiesthe locationon the form wherethe error ocaurred.

Error description- Givesa ddailedexplanation of the prodemthat ocaurred.

Error couter - Identfiesthe total number of errors Pegasys encoutered while trying to
verify or proess ararsadion.

4.3.1 How Dol Identify aWarning Messge?

Waming messages appar with a atthe beginning of the window. Waming messaes naify
you of stuations that may requre further attention. However,warnngs donot preventaform
from being proessedin Pegasys. When wamings appar, eval uae the impactof the problem, and
continue proessingthe form, if appropriate.

4.3.2 Howdo I Identify an Overri de-able Err or?

Overrideade arors rotify you of situations thatrequire sgecial attertion. They preventaform
from being acceted by Pegasys; however, an ndividual with the appraoriate aithority can
overridethem. An overrideableerror appearswith a specific icon symbol depending on if it has
been overridden or nolf it has not been overridden yet, axclamation point in the center of a
triangle located in an orange squappearso the left of the messagno before it has keen

overridden.An error appearswithab | ue squar e that has t h l etter
after it has been overridden.

If you do notwant to override anyerrors, or if other errorsexist on the form, make the necessary
chargesto correctthe problem(s).Figure 11 displays anoverridealdeerror messae.

Figure 11: Override able Error Message Example

Billing Document\Billing Document Line 1
(GS4433W The Line Period of Performance date range (09/11/2012 - 08/01/2027) does not fall within the Agreement effective date range (09/11/12-11/07/2014).

Override: All

4.3.3 How Do | Ide ntify The Hard Err or Message Code?

Harderrormessaes apearasar ed fA X0 in a circle centered in

error messaga). Theseerror messgesindicae thatdata must be @rrected beforethe
transaction can beprocessedThe wserscamot overridea hard errormessae and theerror must
be fixed before Pegasys will accept the daument. Figure 12 displays 2harderror messaes.

USDA Leases Pegasys A&er Manuat UpdatedApril 2021 Page25



CGl Federal

Figure 12 Hard Error Message Example

e Debt Account Document
GS0144E Relationship edit 6576 violated. Lease Number is required when Program Code is PG53 on Region 7 claims documents.

Debt Account C il ccount Document Line ere ype
GS0144E Relationship edit 6628 violated. Region 7 Debt Accounts must be populated with the Region 7 Claims Interest, Penalty, and Administrative Charge Types: INTR7CLM, PENR7CLM, and ADMINR7CLM

4.3.4 What Are Relationship Edit Errors?

Relationshp adits define vali d combinations of accounting elements(i.e., accounting
classification gructure) or other elemerts on atransection. Each relationship edit has a wique
number and a dscription of the error to assist the user in correcting the problem. The unque
number inthe error message corespndsto the Edit Number inthe Relationship Edit
Maintenance table. Figure 13 dispays a elatondip edit error.

Figure 13: Relationship Edits Error Example

0 Debt Account Document\Debt Account Document Line 1\Penalty Begin Date GS0144E Relationship edit 6677 violated. The Penalty Start Date needs to be set 30 days after the Debt's Start Date.

4.3.5 How Dol Correct A Relationship Edit Error?

The foll owing steps autline how to correct arelationship edit error.
1. Take rote of the error number and messae.
2. Reviewthe form.
3. Enterthe oorrected acouting element(s).
4. Selecthe Verify button to re-verify the form. Forms in Held and Rejected status can be

routed for review prior to submission. When initiating a review, the form can be routed to

one or more reviewers in the Review Form Modal Window. Reviewers then can enter
comments and/or suggest changes to the fosars can accept/rejectindividual
comments oreplyto document a resolution. The Review Form Workflow &
Commenting QRGHitps://corporateapps.gsa.gov/applications/fir@rapps/pegasys/
provides more details.

NOTE: If you determine the acmunting el ement combination ertered on the transaction
iscorred, andthe relationship edit existedin NEAR, submit a reguest to the Pegasys
Hotline to have the edit addedo the Relationship Edit Maintenance table.

If you deermmine that the accourting element combinaionisnew and sbuld be avalid
Relationshp Edit valuein Pegasys, then submit arequest, alongwith an eplanation, to
the your ServiceRepresertative orFunctional Coordinator who will then coadinate with
the CFO Office.
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4.3.6 What arethe Common Lease Accounting Err ors?

The messges dsplayedin Table 1 areexamplesof possible arormessaes. Theremay be dight
variationsto the actual wording of the aror messge; havever,the meanng andpossible
solutionsare still applicable.

Table 1. Common Lease Accounting Error Codes

Common Eror | Desciption Solution

Codes

GS3300E No (amountivendor/frequency) Verify thatthe Charge Effective
correspondsto theeffective startdate | Date of theealiest
of the lease. Amount/Ve rdor/Frequency

record correspondsto the
Effective From Date of the lease.

ASO0068E A form template must be creaedfor Verify thatthe form template has

each lease document template. been addetb all document
template recordsand add missing
templates.

GS3306E The fir st document crediondatefor a | The fir st document credion date
lease dacument templaterecord cannot | camot be charged after a
be charged. document hasbeenprocessedfor

aleaseprafile.

GS3316E The fir st document credion date Changethe first document date
cannot be eatriler tran the lease or the Effective From Date,so
effective from date. thatthe Effective From Dateis

eatierthanor equatto the First
Document Creation date.

GS3319E Freguency generdion datemust be Enter be generdion datein the

erteredfor the frequency selected. frequency detailsgroup box on
the daument chains page.GSA
will use Ol1for payment
documerts.

GS3352E Cannothave more thanonedocument | Verify the Copy Fwd from
template with no referencedrecord Template Record group boxon
number. the Document Chains pageto

ensure that the commitment
documerts (LO) are refereced
by the payment authaeization
documerts (LP).
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Common BEror
Codes

Desciption

Solution

GS33W Documerts have alreadybeen made to | An overrideadeerrorthat
a differentverdor. This retroactive indicates a marual reversal
vendorchange will not result in payment will have to bemadeto
correction of these dacuments. different verdors. Selectthe

OverrideAll button to continue
processing.

GS3345E The change effective date must be No two vendor oramount
unique. changescan have the same

Change Effective Date.Update
the Change Effective Date of one
of the vendofamount li nes.

GS3359E PA (or Estimated Accrual) Accouning | Correct the commitment (LO)
Lined s rnaedlieehasbeenfully refereced by rejected form to
closedandmay not beefererced. increase the committed amount

by the anount of the rejected
form.

GS0039E The vendor (orany otherertered Verify thatall the values entered
value)value isnot validin the inthe leae mainterance and
datbase. document tenplates arevalidin

the datbase.

GS3006E The fund (or any other required Verify thatall the values
dimension) dimension is requredby requiredby the document
line 1. templ ate have been entesd.

GS3302E The change effective date may not be | Verify thatthe Charge Effective
befae theeffective startdateof the Date of theeatiest
lease. Amount/Ve rdor/Frequency

record correspondsto the
Effective From Date of the lease.
GS0039E The building # value,is not valid in the | Add the building number tothe
datdase. building number datbase and re-
processthe payment document
marually.
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Common Eror | Desciption Solution

Codes

APO0118E The prompt paytype is not allowedfor | Check the vendor to make sure
this schedde. that thepayment defaults for the

vendor areset upcorrectly.
Correct the payment defaults and
re-processthe pgment. If the
verdor issetup correctly, the
user should make the neessary
correctionsto the payment (i.e.,
fixing either the disbursing
information or removing the
prompt paytype), ben marually

re-processthe payment.
APO503E The payee and designaked agent must Clear aut the designated agent
be different. fields onthe payment and then

manually re- processthe
payment. The leaseprofile
vendor nformation should be
correctedso that the vendor and
the designated agentarenot the

same.
ASO0067E A datébase errorhas occurred. Contect the GSA technical team.
GSO0811E PA Acoounting Line 28 referenced Deselect the Final flagon the
line has beerfully closedandmay not | document to continue processing.

bereferenced.

4.4 HowCanl Correct A Payment DocumentThat Was Rejecedln The
BatchJob?

If a payrent document rejects during the lease katch job, the foll owing steps will needto be
takento correctand processthe pgment document in order for the cbcument to be sentto
Treasury for dishursament.

1. Reviewthe LeaseActivity Query for rejected myments.

NOTE: Referto Leases User Guide 2 of 2, Sectionahd Section 2.10, for step-by-step
instructions on howto accessthe L easeAccounting Query.

2. Select Transactions - Accounts Payable - Corred.
The Correct pagewill be dspayed.

USDA Leases Pegasys A&er Manuat UpdatedApril 2021 Page29



CGl Federal

Figure 14: Correct Pagefor a Payment Document that was Rejected

Correct

Search Criteria
Subsystem Accounts Payable v Document Status
Document Type w g Processe d Rejected
Document Number Canceled Archived

Amendment / Modification Scheduled Pending Approval
Number

Temporary Amendment
Number

Document Category ~
Accounting Period ¢ |To P
Document Date
Contracting Officer Login ID 7

Code 17 7 TIN (SSN/EIN)
UEI EFT Indicator
DUNS Customer Account 77

AAC/DODAAC 7

3. Enter the docurent type (LP or LM) inthe Document Type field.
4. Enter the docuent number inthe Document Number field.

If the cbcument number isunknownn, pleaserefer Sectiond Search, View, or Query
Commitment, Payment and Accrual Documens.

In the Document Status group box, se¢ect the Rejededto checkbox.
6. Selecthe Search button.

Resuits will be displayedat the kottom of the saeen.
7. Select the form andselecthe Corr ect button.

The Heacer pageof the Rejeded Payment Form will be displayed. The appopriate arors
aredisplayed atthe top of the screen.

8. Make the appropriatecorrection tothe form.
9. Selecthe Verify button.

Any arorswill bedisplayed. Reviewthe aror message(s) andmake anyneessary
correctionson the form.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission.
When initiating a review, the form can be routed to one or more reviewersin the Review
Form Modal Window. Revieweithen can enter comments and/or suggest changes to the
form. Users can accept/reject individual commentseptyto document a resolution. The
Review Form Workflow & Commenting QRG
(https://corporateapps.gsa.gov/applications/finarapds/pegasysprovidesdetails.

10. Selecthe Submit button.

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval,
select Submit then Urgent.

The Form Submitted Successtilly for Processing message appea.
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5 Vendor and Payments Queries

5.1 Review Vendors Query

1. Select Queries- Vendor - Vendor Review.
The Vendor ReviewQuery will be displayed.

Figure 15: Vendor Review Query

Vendor Review

The fields designated as (OFP) indicate the fields that are Optimized For Performance when executing a search on this page.
Failure to populate at least one OFP field may result in a search that causes a system timeout and/or overall degraded system performance for all users

Search Criteria

Code Address Code
UEI Approval Status ~
DUNS Number Address Type
EFT Indicator Address Active Status ~
AAC/DODAAC w Region
CAGE Code Region Number
Name Agency g
Legal Name Bureau s
TIN Agency Location Code w
Taxpayer Name Security Organization s
Vendor Category 7 Use For Payments ~
Vendor Class h s Use For Billing ~
Vendor Group 1 Use For Procurement ~
Vendor Type w Prevent New Spending
Default Payment Type 1 1099 Vendor
Reporting Attribute v Miscellaneous
Currency Code o SAM Enabled

Debt Subject to Offset

v
@ Clear Do Not Pay ~

2. Enter avendorname orpartial name inthe Vendor Name field or anyothersearchalde
criteria.

3. Selecthe Search button.
The matching searchreailts will be dspayed.

4. Select the desiredvendorfrom the diglayedvendas and selectDetails button.
The Vendor pagewill be dspayed.
Select the Addre ssestab.
Select the desiredaddress and selecthe Address Level Vendor hyperink.
The Address L evel Vendor pagewill be displayed.

5.2 Vendor Activity Query

Verdors are anintegral part of the Purchasing process.In Pegasys, theterm fivenda o refersto
commercial vendbrs, government ayendes,andall other payeeswithwhomGSA does husiness.
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Vendrs aredentified bya wique vendorcode.The vendad $axpayer Idertification Number
(TIN) will beused ashe vendorcode. All vendorsmust have avalid vendor coderecordedin
Pegasys beforethe vendorcan be ued ina pendng transadion. Avalid vendorcodemeansthat
the vendad Faxpayer Idertificaion Number exists and ismarked adiadive 0 the Yiendor
Maintenance table. The Vendor Maintenance table storesTINs, vendoraddressesand other
information abaut the vendor,swch as bginesstype and gze. It is alist of all GSA vendas andis
avail ablefor all Pegasy/s uses to viewthrough the Search functionality.

The Vendor Activity Query in Pegasys is a paverful tracking and glerying tool usedto access
detailedvendoraccountinformation. While avendormay be referenced thousands of timesin
many differat types ofdocumerts, the Vendor Activity Query provides awayto quckly view
andaccessl interactionsinvolving the vendor.

The Pegas/s Vendor Activity Query is dvidedinto six pages:General Information, Accoutt
Summary, Blarket Agrearents, Contrads, Invoices,andDocuments. The foll owing sections
de<ribe each ofthe $x pagesand the type of information that can beobtained from these varous
pageson the Vendor Activity Query.

5.2.1 How Dol GetTo The Vendor Activity Query?

The foll owing steps desaibe howto reviewa vendorés account information on the Vendor
Activity Query in Pegasys.
1. Select Queries- Vendor - Vendor Activity Query.
The Vendor Activity Query will be displayed.

Figure 16: Vendor Activity Query

Vendor Activity Query

Basic Search Advanced Search

Code UEI AAC/DODAAC g

TIN EFT Indicator DUNS Number
Search Clear

No results 15 @ A dL

Vendor DUNS EFT CAGE Vendor
Codes UEI{ Number Indicator Code AAC/DODAAC | Name.| TIN| Category

Vendor Vendor Reporting Address
Group Type Attribute Code

10 per page v Page|1 of 1

2. Enterthe Code of the vencbr to bereviewed.

3. Selecthe Search button.
The matching searchreailtswill bedisplayed.

4. Select the vendr to bereviewed andselecthe Details buton.
The Main page ofthe Vendor Activity Query will be dsdayed.
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5.2.2 What Information DoesThe Main Page Of The Vendor Activity Query Display?

The Main page ofthe Vendor Activity Query disdays basc information abaut the vendorbeing

queied.GSA is rot using Prodwct ServiceCodes,NAIC Codes, ofSIC codesn Pegasys,

therefore, when selecing on these respective butons on the Main page in Pegasys nothing will
bedisplayed.
5.2.3 What Information DoesThe Account Summary Page Of The Vendor Activity
Query Display?
The Account Summary page ofthe Vendor Activity Query disdaysdetailedfinanaal
information abouthe vendor. The amourts inthis windowareoustarding amourts. The
following steps describe howto reviewinformation onthe Account Summary page of the
Vendor Activity Query.
1. Select Queries- Vendor - Vendor Activity Query.
The Vendor Activity Query will be displayed.
Figure 17: Vendor Activity Query - Account Summary page
ACCOUNT SUMMARY
Main Account Summary Blanket Agreements Contracts Invoices
— General
Security Org PEGASYS
Code 550777775 Scheduled Amount $0.00 Outstanding $0.00
Unbilled Amount
Vendor Name In Transit Amount $0.00
Outstanding Billed $0.00
Reservation $0.00 Disbursed Amount $1,485.00 Amount
Amaunt Canceled $0.00 Outstanding Billing $0.00
Outstanding $0.00 Disbursement Amount
Commitment Amount
Amount Outstanding $0.00
Holdback Amount $0.00 Unbilled Credit
Outstanding $0.00 . Amount
Obligation Amount Suspension $0.00
Amount Outstanding Billed $0.00
pccrm Aot =z Prepayment 50.00 creat Amount
Amount Outstanding Credit $0.00
Expenditure $1,485.00 Amount
Amount Collected Amount $0.00
Invoiced Amount $1,485.00
Write-off Amount $0.00
Total Debt Account $0.00
Amount Agreement $0.00
Total Debt Account $0.00 Charges Amount
Balance Amount Adjustment $0.00
2. Enterthe Code of the vendbr to bereviewed.
3. Selecthe Search button.
The matching searchreaultswill bedisplayed.
4. Select the vendor to bereviewed andselectDetail s buton.
The Main page ofthe Vendor Activity Query will be dspayed.
5. Selecthe Account Summary tab onthe Vendor Activity Query.
The Accaunt Summary page of the Vendor Activity Query will be displayed.
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6. Reviewthe Activity Datesgroup box.

NOTE: The Account Activity Datesgroup box dsplaysthe last date that various
Pegasys functions were canpleted. Thesedates areusedto determine when a endor
record should bedeectivated.

7. Reviewthe Cumulative Amounts group box.

NOTE: The Account Cumulative Amounts group box displaystotal openand ¢osed
activity.
8. Reviewthe Budgetary Impact group box.

NOTE: The Account Budgetary Amounts group tox disgays howthe transactions
processedfor the vendor affeded the hudget.

9. Selecthe Address Amounts button to reviewthis data sunmarized atthe vendoraddress
level.

NOTE: Data behind the Address Amounts button providesaddtioral information
specific for each addesscode.

5.2.4 What Information DoesThe Blanket Agreements Page Of The Vendor Activity
Query Display?

The Blanket Agreements page ofthe Vendor Activity Query displays summary finarcial
information abouthe purchases madeagainsta particular blanket purchase @reement usng the
Vendor Activity Query. This paye gives satus information for ablanket agreement, including
autorized, requested and ordredamourts. The following stepsdescribehow to review
information on the Blanket Agreements page ofthe Vendor Activity Query.

1. Select Queries- Vendor - Vendor Activity Query.
The Vendor Activity Query will be displayed.

Figure 18 Vendor Activity Query - Blanket Agreements Page
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